BOARD AGENDA iTEM
January 10, 2017

SUBJECT:
Changes to Policy GDC Support Staff Leaves and Absences
BACKGROUND:

This policy estabiishes the structure for all types of support stafi leaves and
absences. Recent new and/or updated policies impact that structure

ADMINISTRATIVE CONSIDERATION:
The proposed poiicy updeies approval processes and personne
responsible for approval based on the distric’s new administraiive
struciure. It also references policies addressing sick leave bank, shared
leave, and vacations and holidays.

RECOMMENDATION:
Approve the proposed changes on first reading

ATTACHMENT:
Poiicy GDC Support Staff Leaves and Absences

PREPARED BY:

King Laurence
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Policy
SUPPORT STAFF LEAVES AND ABSENCES
Coel GDC Issued 5; 06

Purpose: To establish the basic structure for all types of support staff leaves and absences.

The continuous presence of employees promotes excellence in the instructional program by
ensuring the following.

uninterrupted continuity of education
greater teacher-student contact time
appropiiate role-model emulation
consisient classroom discipline
reduced cost
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Therefore, the board expects employees to come to work every day. The board recognizes,
however, that certain absences are unavoidable. At such times, employees should take leave in
accordance with this policy and its accompanying administrative rule.

Absent employees must comply with procedures set out in the administrative rule that accompanies
this poiicy.

Sick leave
Accirval of sick leave

Employees of the district who work at least an equivalent of half time or more will be eligible to
accrue sick leave on an annual basis.

All full-time employees of the district will accrue sick leave on a monthly basis for each month of
active service. This will provide 12 days for nine months, 13 days for 10 months, 14 days for 11
months and 15 days for 12 months. An emplovee may accumulate sick leave, which is accrued but
not used, provided that such employee does not violate his/her service agreement.

Sick leave will be accrued on a monthly basis. Employees with less than one year of service may
apply for advancement of up to five days of sick leave not to exceed the maximum number of sick
leave days allowed for the year. This request must be submitted to the assistant-suporintendentfor
chief officer of administration within three days of return to work.

tmpioyees who work under a letter of agreement accrue sick leave on a monthly basis. No sick
leave days will be reimbursed or carried forward at the cnd of the school year.

In the event an employee is on medical leave at the time service agreements are issued, no service
agreement will be issued to the employee until a medical report given by a licensed physician is
submiited indicating that the employee is capable of resuming his/her duties.

Use of sick leave for absences

An employee may use sick leave for absences caused by personal illness.

Use of accrued leave for illness or death in the immediate family

Accrued sick ieave days may be used for serious illness in the employee's immediate family or for

the death of a member in the employee’s immediate family which requires the employee to provide
care. An employee who anticipates requiring extended leave to provide care for a family
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member should submit a written request on the appropriate district form to his/her supervisor as
far in advance as possible. The request for extended leave for this purpose must include a
statement from a licensed medical doctor giving the expacted time the employee will be needed to
provide care for a family member. The request must be approved by the superintendent or his/her
designee. The term “inumediate family” includes the following.

spouse
son, son-in-law, stepson

daughter, daughter-in-law, stepdaughter

mother, mother-in-law, stepmother

father, father-in-law, stepfather

brother, brother-in-law, stepbrother

sister, sister-in-law, stepsister

grandparents

guardian and ward or other relative living in the houschold at the time of illness

When the employvee makes a request in writing, the superintendent may grant an employee leave
without pay for personal illness following the exhaustion of all accrued sick leave and any
additional leave granted from the sick leave bank or shared leave as described in policies
GCCAAA and GCCAAB.

The district will assign an employee who returns to work the same or similar duties that he/she
performed prior to going on leave. if such assignment is in the best interest of the disirict. If the
administration does not consider it to be in the best interest of the district to assign the employee to
ih= position he/she had prior to going on leave or to a similar position, the district will offer the
employee a position for which he/she is qualified. The district will place the employee on the
payroll at his/her pre-ieave salary status.

Termiinction

The district may terminate the employment of any employee who fails to comply with the
requirements of this policy and accompanying administrative rule, who fails to report to work at the
expiration of authorized leave or who fails to obtain an extension of leave.

An employee is subject to termination from employment with the district for misstatements of fact
and/or misrepresentations of purpose for which leave of absence is desired or on the basis of which
sick leave is obtained.

The district will not terminate from employment those employees under this policy who have
accrued sick leave and who are using it in compliance with this policy. The district will not
terminaie from employment any such employee during a continuing sick leave of less than 91
workdays.

Sick leave for retired emplovees rehired by the district on an “ai-will” basis

Retired employees rehired to work with the district on an at-will basis will begin their employment
wiith no accurnulated sick leave. A retired employee will earn sick ieave at the same rate as other
employees, but will not accumulate sick ieave beyond a school year. A retiree may request for
advancement of up to five days of sick leave not to exceed the maximum number of'sick leave days
allowed for the year. This request must be submitted to the assistant superintendent for
administration within three days of return to work.

Transfer of sick leave

An employee of a state agency transferring to any school district in the state or a school district
employee transferring o a state agency may transfer to and retain all sick leave he/she accumulated
at  his/her former place of employment up to 90 days provided proper
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documentation is received from the sending district or state agency. Termination of pmpiovm_em
cancels cumulative sick leave. If reemploy cd the employee has the status of a new employee

Reimbursement for wiused leave

To be ¢ lgbi for reimbursement. application for retirement benefits must be made to the S.C
Retitement System prior to or within 120 days of the last day of active employment with the
district. Such reimbursement for unused sick leave will be at the rate of $25 per day.

Reimbursement for accumulated anmmal and/or sick leave af the completion of the Teacher and
Employee Reiention Incentive (TERI) program

The district will reimburse employees under TERI for unused annual and/or sick leave at the time
of separaticn from the district congistent with the provisions of Policy GDIJ. “.ewém{-"»%f—%mw}ihm
tho-ompleyector-thetotelnumber-otaccimulated-aonual leave-davs-at the cmaplovec s -datbyrate-of
PaT-ans d-for-acerued sick-leave- dovs-ai-thornte-of $25-por-days

NOTE: This policy applies to all efigible emplovees, certified ond classified.
Family and Medical Leave Act (FMLA)

The board will provide leave 1o eligible employees consistent with Family and Medical Leave Act
of 1993 (FMLA). Eligible employees arc entitled to up to 12 work weeks of unpaid family and
medical leave in any 12-month period. The district will continue to pay the district’s share of the
employee’s health benefits during the leave. In addition, the district will restore the employee to
the same or a similar position after the termination of the leave in accordance with board policy.

In complying with the FMLA, the district will adhere 1o the requirements of the Americans with
Disabilities Act as well as other applicable federal and state laws.

For further information, please refer to administrative rule GDC-R.
Personal/Emergency/Legal/Bereavement leave

Personal leave

The district will grant employees two days personal leave per year from the employee’s annual sick
leave allowance with prior approval of the employee’s supervisor. For nine-month personnel, the

annual sick leave allowance is 12 days. When a substitute is necessary, the district will pay for the
substitute and the employee need not explain his/her absence.

Unused personal leave may accumulate to a maximum of four days. In the event of a change in
this policy, accumulated personal leave days will revert to sick leave days. Also, when a substitute
is necessary, the district will pay for the substitute on ihe accumulated personal leave days. Any
additional absences for personal leave will be absence with full loss of a day’s salary.

Emergency leave
When a personal siiuation sequues the absence of an employee, the immediate wpenlsm of the

employee may approve the use of perﬂonal leave, vacation leave or deduction in salary for time
absent as needed and appropriate for the situation requiring the attention of the employee.
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Legal absence

Jury duty

The district will grant employces leave withcut loss of pay when they are summeoned for jury duty
ot subpoenaed. The emplovee may retain any payment received for jury duty. The district will not

charge personal leave or vacation time to the employee when called to jury duty.

When selected for jury duty, teachers, certified personnel at the building level or bus drivers may
request a postponeinent to a date that does not conflict with the school term.

Court witness related to employment

When a school employee is requested or subpoenaed to testify in a court case that is related o an
emplovee’s job in the school district, the district will grant the emplovee leave, upon application, to
testify in court. No personal leave or vacation leave will be charged to the employee for this leave
time.

Court witness not related to emnicyment

When a school employee is requested or subpoenasd to testify in a court case that is not related to
employment, the district will expect the employee to use personal leave days. vacation time or
aeduction in salary for time absent for the court appearance. All fees received will remain with the
employee.

Requests for court witness, jury duty or emergency leave must be submitied on the appropriaie
district form accompanied by a copy of the jury suminons, subpoena or other emergency
documentation.

Bereavement leave

An employee may use sick leave days or earned vacation days for bereavement associated with the
death of a member of his/her immediate family as defined in this policy. The employee must
inform his/her supervisor of the number of days the employee expects to be absent.

The superintendent or his/her designee may require a statement from a medical doctor or other
acceptable proof that the employee could not fuliill obligations and duties.

Maternity leave
An employee is eligible to use accrued sick leave during pregnancy and following the birth of a
child. An employee may also utilize family medical leave (FMLA) as otherwise provided in this

nolicy to quality for maternity leave without pay.

An employee on maternity leave will be eligible to return to work upon her physician’s verification
of her fitness to assume the responsibilities of the job.

While an employee on maternity leave may return to work at any time that is mutually agreeable to
the employee and the school administrator/supervisor, a return tc work in the same cr a similar job
position will be guaranteed for leaves up to 90 days.

Employees in instructional positions may be required by the administrator o schedule their return
dates slightly later if necessary to coincide with a convenient instructional time unit.
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Military leave

more peuod;» not cxcceamg a total of 13 no;kday‘; in one jvc:u, uaturda}‘;, bur\days and state
holidays may not be included in this 135 days unless the Saturday, Sunday or holiday is a regularly
scheduled workday for the employee.

This leave may be taken when the employee is engaged in training or other duties ordered by the
governor, the department of defense, the department of the army. the department of the air force,
thc, department of the navy, the dcpartmmt of the treasury, or any other department or agency of
the government of the U nited States having authority to issue lawtul orders requiring military
service. This leave applies to employees who are either enlisted or commissioned members of the
South Carolina National Guard, the United States Army Reserve, the United States Air Force
Reserve, the United States Naval Reserve, the United States Marine Corps Reserve or the United
States Coast Guard Reserve.

The board expects employees to request their training for a period when school is not in session.

An employee seeking leave for annual active duty training must forward a written request,
including the appropriate verifying data, to the superintendent no later than 30 days prior to the pre-
arranged military activity.

In the event an employee is called upon to serve during an emergency, he/she will be entitled to
paid military leave for a period not exceeding 30 additional days and to unpaid military leave
thereafier. LHlp]O) ees who have annual or vacation leave may apply it toward the unpaid portion
of therr time in military service.

n wes/ Training workshops
Professional leave may be granted upon approval of the iramediate supervisor. Approved requests
will be filed with the personnel department.

Such leave may be granted for the following reasons.

state department of education sponsored workshops in a related area
appropriate professional meetings--local, siate and national
other activities that would enhance the professional growth of support personnel in their

respective areas of responsibility

In cases where a possibility for use of car pools exists, reimbursement will be made on the basis of
the authorized mileage rate for the minimum number of vehicles required. Receipts will be
required for all authorized expenses.

Professional leaves in excess of 10 consecutive working days must be approved in advance by the
board upen the recomrnendation of the district superintendent.

Personnel may be granted leave to make contributions to other educational agencies or institutions
through teaching, conducting workshops or serving in consultative capacity and other similar
proiessional activities. Such activities must be approved by the district superintendent or his/her
designee
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In the event an individual receives compensation in excess of reasonable expenses, the individual is
required to use personal leave or vacation leave or refund any compensation received to the school
district.

Adopted: This policy incorporates substantial provisions of prior district policies with effective
daies ranging from 11/19/71 through 9/26/95; Revised 11/27/01, 5/28/02. 5/23/06

Iegal references:

A. United States Code:
1. P.L.103-3 and 29 CFR Part 825 - The Family and Medical Leave Act of 1993.
2. Title 38 U.S. Code, Chapter 43, Sections 4301-4333. Public Law 103-353 - The Uniformed
Services Employiment and Reemployment Act of 1994 (USERRA).

B. S .C. Code, 1976, as amended:

[. Section 8-7-20 - Requires granting of military leave, without pay, up to five years.

2. Section 8-7-90 - Requires 15 days per year of leave with pay for members of National Guard and
Reserve Units of the various Armed Forces. Also grants an additional 30 days of leave with pay in
emergency situations.

3. Section 8-11-65 - Organ donor leave,

4. Section 14-1-190 - Compensation received for jury duty deemed to be expense tnoney.

5. Section 14-7-845 - Relating to optional postponement of jury service for students and employees.

6. Section 25-1-2250 - Empioyees entitied to leave with pay when serving in National Guard.

7. Section 8-11-610 - Manner in which leave will be computed and annual leave for instructional

porsonnel at the school.
3. Section 8-11-40 - Sick leave,
9. Section 8-11-116 - Alcoholism.
10. Section 8-11-155 - Use of sick leave to care for adopted chiid.
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